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ABSTRACT 

The career orientation phase attempts to link the 
elementary program of attitudes and awareness of work to the senior 
high program of individual exploration of selected careers* This 
six-week unit, ?art of the eighth grade social studies curriculum, is 
designed to familiarize the students with various occupations, to 
prepare them for high school and the future, to provide work 
experience and opportunities for self •evaluation. The introduction 
outlines the necessary preparations for the unit* The six-week 
activities and master agenda are briefly outlined* An interest 
profile and scoring instructions, and the Kuder Preference Score 
method are explained* For the second week, activities focus on: a 
personality inventory survey .and scoring -instructions; student 
inventory form; personnel data sheet; career selection; and Social 
Security Card application. The Third week is concerned with writing a 
letter of application; completing application forms and employment 
worksheets; interviews; employment opportunities, and filling out 
employment forms. The fourth, fifth, and sixth weeks focus on 
developing a career report; suggestions for research; research 
evaluation by student; educational planning; and unit evaluation by 
student. An example for each activity and a suggested materials 
catalog that may be utilized are provided* (JB); 
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INTRODUCTION 

A COMPLETE PROGRAM OP CAREER EDUCATION INCLUDES AWARENESS OF THE 
WORLO OP WORK, BROAD ORIENTATION TO OCCUPATIONS, fN-OEPTH EXPLORATION OP 
SELECTED CAREERS, ANO CAREER PREPARATION FOR ALL STUDENTS AT ALL LEVELS * 

The career orientation phase is an essential link between the K-6 pro* 
gram which emphasizes attitudes and awareness of work ano the $th and 
10th grade program which begins individual exploration of selected careers. 
Career orientation provides awareness of occupational opportunities ano 
the meanings of these opportunities. 

School District No. One's Career Orientation program takes place at 
the eighth grade and is a separate unit for six weeks • all eighth graders 
are required to take this unit because it is a unit in the social studies 
curriculum* 

The topics covereo in career orientation are designed for the pur- 
poses of getting the students familiar with the world of work. also they 
actually get some practical experiences in items that would be useful to 
pursuing any occupation of the i r choice* 

This guide actually outlines what takes place in the classroom before 
the first week of instruction ano continues on a day by day basis for six 

WEEKS. 

Merlin S. Olson, Director 
Career Education 
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September 1, 1974 

POWELL JUNIOR HIGH SCHOOL 



EIGHTH GRADE WORLD OF WORK PROGRAM 



For the past five years, the Eighth Grade Social Studies 
Department has developed and implemented the following six 
weeks Career Education Program. 

This was designed to incorporate a variety of career 
education concepts: 

1 . Self-appraisal 

2 # Preparation for the World of Work 

a. Administrative preparation 

b. High School and beyond preparation 
3* Investigation of specific occupations 

Each yea r the ^c^RAM-HA^B£eM^ei^^ec&^v€P-a¥--ouR-sw- — 
dents* Their closing comments point out the programs briefness, 
depth, and current need* almost all who have gone through 
this program feel that it was relevant and with the times. 

Should you wish to use any or all of the program—please 
do so. t would appreciate your comments, criticisms, additions, 
deletions, innovative ideas or whatever. please address them 
to: Scott Coffey 

8th Grade Social Studies . 

Powell Junior High School 

Powell, Wyoming 82^35 

Scott Coffey 
Bill Greaham 

Eighth Grade Social Studies 
Powell Junior High School 
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THINGS TO DO IN ADVANCE OF WORLD OF WORK PROJECT 

Contact high school ano junior high school guidance officers 
ano make arrangements for: 

A, Orientat-ion Assembly: Allow 2 to. 3 periods for this, a 

TEACHER FROM EACH HIGH SCHOOL CEPARTMENT WILL COME BEFORE 
THE STUDENTS ANO OR I ENTATE THEM TO SUBJECT MATTER, SELEC- 
TION ANO RESPONSIBILITY, A GENERAL INTRODUCTION TO 
THEIR DEPARTMENT. SCHEDULE FOR MONDAY OF 5TH WEEK. 

B« Pre-registration clinic: Have high school gujoance officers 
come into Social Studies room ano conduct .pse-regjstration 

FOR NEXT YEARS 1 FRESHMEN. SCHEOULL" FOR TUESOAY OF 5TH WEEK. 

Survey classes for those stuoents who woulo like to apply for 
a social security caho. seno for application caros ano enve- 
LOPES. Contact local security office, or: 

Department of Health, Education & Welfare 

Social Security Administration 

District Office 

P.O. Box 2759 

Casper, WY 82601 

Contact library/ IMC, Auoio Visual Director, ano Career Education 
Director to make arrangements for checking,. out the following to 

BE USEO » M SUPPORT OF THE PRtJECT. ROOM.SHOULO BE REAOY FOR 
RESEARCH PROJECT PRIOR TO MONOAY OF kTH WEEK. LIBRARY BOOKS 
ON CAREERS, FILMSTRIPS, SOUNO FJLMSTRIPS, FILM LOOPS, KITS, 
SRA, W.O.R.K. MATERIALS, PAMPHLETS, ANO AV EQUIPMENT IN SUF- 
FICIENT SUPPLY TO AFFORD INDIVIDUAL RESEARCH EFFORT. SEE 
AOOENOU.I #1 FOR DETAIL LISTING OF ABOVE. 

During the second or third week of this program, survey your 

CLASSES FOR STUDENT VOLUNTEERS TO OPERATE THE SEVERAL REFERENCE 
STATIONS USEO FOR THE CAREER RESEARCH PORTION (START Hth WEEK.) 
AS AN INCENTIVE, OFFER EXTRA CREDIT FOR THOSE WHO VOLUNTEER 
ANO COMPLETE THIS VOLUNTEER ASSIGNMENT. THESE STUOENTS 
SHOULD BE TRANSFERRED FROM STUDY HALL TO THE SOCIAL STUDIES 
CLASS DURING THIS TIME. MAKE ARRANGEMENTS WITH THE ADMINISTRA- 
TION ANO STUDY ALL TEACHERS. Th I S PROJECT RELIEVES YOU OF 
CLASSROOM ADMINISTRATIVE DETAIL ANO ALLOWS YOU TO OEVOTE YOUR- 
SELF TO ASSISTING STUOENTS IN THEIR RESEARCH. 

Make arrangements with Career Education Department, cr 00 it 
yourself, for assistance in scheduling resource people from 

THE LOCAL BUSINESS AREA TO COME IN ANO 0 1 SCUSS THEIR CAREERS 
WITH YOUR STUOENTS. 

A. Before you collect the assignment, "Who Am l, ,f Thursday of 
1st week, have the students put on a half sheet OF PAPER 

THEIR NAME AND THREE CAREER CHOICES. COLLECT ANO CONSTRUCT 
A CAREER FREQUENCY CHART. 

B. OURING THEIR RESEARCH PORTION, ARRANGE FOR THE RESOURCE 
PEOPLE TO COME I NT§ THE SCHOOL AREA ANO BRIEF STUOENTS 
ABOUT THEIR PARTICULAR CAREER, I.E., "ALL INTERESTED IN 
CAREER OF POLICEMAN WILL MEET WITH POLICE CHIEF |MA 
COP IN RCOM 100 AT 11 A.M. 11 



II! 



€* Career briefings could be mandatory or voluntary tor student 
attendance. use the information gained from these briefings 
as a reference source in report. 

D. ?• Use topic information in WOW 16 as a briefing guide used 

by students* 

2. See "Suggestion to Guest Speaker" for sample of guidelines 
given to resource person, 

E. Make arrangements with administration for scheduling "Career 
Briefing 11 sectionals as your students may have to be excused 
from other classes. Recommend: (1) no more than one brief- 
ing BE ATTENDED BY EACH STUDENT, (2) BRIEFING SCHEDULED FOR 
4th and 5th WEEK ONLY. 

AT THE BEGINNING OF THE SCHOOL YEAR A STUDENT INVENTORY FORM 
SHOULD BE COMPLETED AND INSERTED IN A FILE f OLDER FOR EACH 
STUDENT. (See WOW #6a)# Th*s WILL GIVE YOU SUFFICIENT INFOR- 
MATION TO GET ACQUAINTED WITH EACH STUDENT, ALLOW TIME FOR 
STUDENTS TO REMEMBER OR LOCATE SEVENTH GRADE YEARLY GRADE AVER- 
AGES, AND KEEP TRACK OF HIS EIGHTH GRADE SUBJECT AVERAGES FOR 
THE FIRST THREE NlNE-WEEK GRADING PERIODS. 



IV 



SUGGESTIONS TO GUEST SPEAKERS 



1. Know age level, size, ano interests or the group. 

2. Make job information as current, concise, ano clear as possible, 
covering the following briefly! 

General nature ano importance of work. 

Relation to other jobs ano job satisfactions. 

Typical work oay. 

Educational requirements. 

Special personal qualifications. 

Licensing ano other legal requirements. 

Earnings—beginning wage ano opportunities for advancement. 

Competition for jobs. 

Ways to enter fielo. 

Flexibility of jobs in the modern, changing world. 

3* Use short motion picture and other visual aids if needed to 
create interest. 

k. Encourage questions and student participation. 



9 



THE WORLD OF WORK 



FIRST WEEK 

M. Introduce World of Work unit* Discuss purpose and objec- 
tives TO BE COVERED. HAND OUT WORLD OF WORK AGENDA (WOW 

#1) for open discussion* susvey class for those wanting 
a social security card* make poster assignment t each 
student is to construct a poster depicting a career 
chosen* Poster is to be the original design of stuoent 
and not judged for art* creative ideas to be stressed.* 
due not later than end of the klh week* hand out "who 
Am 1 11 form (WOW #2)* Spend remainder of class working 

ON THIS ASSIGNMENT— DUE THURSDAY BEGINNING OF CLASS* 

T-W. Guidance department administers Guidance Achievement Test* 
(WOW #3) Covers Paragraph Meaning (Reading) ano Math 
Achievement* The results of these tests are to be compared 
with edition given in fall of the eighth grade year as 
well as with the seventh grade • results will be recorded 
later on the personal data form (wow #7)» 
OBJECTIVE: To graphically show if academic growth in 

THESE AREAS HAS BEEN ACHIEVED AND TO WHAT 
EXTENT. 

1. Collect "Who Am I" forms. (See note #5 of "Things to 

DO ... * SHEET) 

2. Introduce, administer, and score Interest Survey. 
OBJECTIVES: 

A. To REVIEW ano investigate areas of interest 

B. TO RELATE INTERESTS TO OCCUPATIONAL AREAS. 

c. to appraise performance and attitudes in relation 
to Interests. 

ACTIVITIES: 

A. Review and Discuss WOW #4, "Interpreting your 
interest profile". 

B. Plot interest survey results on profile chart. 

C. Compare and discuss interest areas noting strong 

AND WEAK INTERESTS AND RELATE INTEREST AREAS TO 

occupations. See WOW #5* 

SECOND WEEK 

M. Continue interest survey evaluation* 

T. 1. Show Sound Filmstrip "FSS-60", "Choosing a Career/ 
Guidance Associates. Students prepare a one page 

SUMMARf OF THE HIGHLIGHTS PRESENTED IN THE FlLMSTRI P. 

Due next day. ,f Pt. 1-11 MIn; Pt. 11-16 Min." 
2. Introduce, administer, and score "Personality Inven- 
tory Survey" (WOW #6). The score will be recorded on 
the Personal Data Sheet tomorrow. 



Th. 
F. 
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1. Personal Data Form WOW #7. Using information available record achieve- 
ment RESULTS; INTEREST SURVEY, PERSONALITY INVZNTORY, GRADE ANALYSIS 
(SEE STUDENT INVENTORY SHEET WOW #6A USED SINCE BEGINNING OF SCHOOL 
YEAR), AND ANY OTHER INFORMATION KNOWN AT THIS TIME. POP #7 MUST BE 
COMPLETE FOR EVALUATION BY END OF SECOND DAY, SIXTH WEEK • 

PDF OBJECTIVE: To put together information and facts concerning the 

STUDENTS PAST LIFE ONTO ONE FORM FOR INDIVIDUAL ANALYSIS OF HIS ACCOM- 
PLISHMENTS. PDF #7 CONTAINS THE BASIC INFORMATION RELATIVE TO "RESUME f $" 

or "Personal Data Cards." 

2. Organize class into groups of k or 5. Groups will start preparing 

JOB INTERVIEW SKITS TO BE PERFORMED IN CLASS STARTING WEDNESDAY OF 

third week. Devise a method of selecting which groups will perform 

THE CORRECT WAY TO CONDUCT AN INTERVIEW AND THE INCORRECT WAY. DURING 
THE DISCUSSION, YOU MAY FURTHER ASSIGN SPECIFIC EXAMPLES THEY MAY 
DEMONSTRATE IN THEIR SKITS. ALLOW REMAINDER OF PERIOD FOR atOUPB TO 
GET ORGANIZED. 

Show sound filmstrip FSS-58, "What You Should Know Before You Go to Work," 
Guidance Associates,. Part 1, }k minutes; part 2, 15 minutes. 

FILMSTRIP EXPLAINS WAYS STUDENTS CAN BEGIN NARROWING DOWN 
CAREER CHOICES AND DISCUSSES POSITIVE WORK ATTITUDES) CON- 
TINUING learning; need to persevere, considers union member- 
ship, LOOKING FOR A JOB, THE JOB INTERVIEW, INABILITY TO GET 
ALONG WITH OTHERS AND OVER SOCIALIZING. 

ACTIVITY: Students PREPARE A ONE-PAGE SUMMARY OF THE HIGHLIGHTS 

presented in the f i lmstr i p— due next day. 
(Remainder of period may be spent organizing interview skits, 

WORKING ON FILMSTRIP ASSIGNMENT OR WHATEVER.) 

Social Security discussion. See WOW #8. 

1. Allow ten minutes or so to discuss some of the history and reasons 
for Social Security. 

2. After students read page 2 of WOW #8, open discussion of laws and 

BENEFITS. 

. Each student practices applying for SSN using blank form provided. 
. Those wanting to actually apply for SSN given application blank 

AND ENVELOPE. MAY COMPLETE IN CLASS OR HAVE DUE NEXT DAY. CHECK 
FOR ACCURACY AND PROCEDURE. NOTE: APPLICANT MUST USE TYPEWRITER 
OR SLACK/DARK BLUE INK, OTHERWISE THE SOCIAL SECURITY'S COMPUTER 
WILL REJECT THE APPLICATION! ( SEE ITEM #2 OF "THINGS To DO...." 
SHEET.) 

ASSIGMCNT FOR MONDAY: Using any newspaper available, turn to the 

WANT-ADS SECTION AND FIND A "HELP WANTED" 

or "employment" want ad that you would like 
to apply for. cut the want ad out and bring 
it to class Monday. 
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THIRD WEEK 

M. Make sure students brought their *help*wanted" want aos. Have 

AVAILA6E EXTRA COPIES OF LOCALLY REAO NEWSPAPERS FOR THOSE WHO 

oiony comply. 

1. First part of perico oiscuss "reaoing the aos." Use "The 
World of Work/' Kay Koschnick, New Reaoers Press, pages 15- 
l8 for excellent subject material. be sure to point out 

01 fferent methoos of keying the want ao section useo by 

VARIOUS NEWSPAPERS, I.E., BY TITLE Oft BY NUMBERS. 

2. Second part of period oiscuss applying for a job. Oiscuss 

THE IMPORTANCE OF WRITING GOOD INQUIRY LETTERS. USE WOW #9 
AS GUIDE. 

ASSIGNMENT: Write a letter of application baseo on the "help 

WANTED* WANT AO SELECTEO FOR TOOAY • USE WOW.#£ 
AS A GUIOE IN WRITING THE LETTER. DUE TOMORROW. 
(SHOUtO NO MAILING AOORCSS APPEAR IN WANT AO, 
ADORESS IT TO THE NEWSPAPER THE AO WAS TAKEN FROM. 

T. Oiscuss the neeo for correctly completing an application form. 
Use WOW #10 and 11. You may use WOW #10 as basis for class 

DISCUSSION ANO TRANSPARENCY COMPLETION AN0 ASSIGN WOW #11 AS 
AN ASSIGNMENT. 

W. Interviews: Use WOW #12, 13, ano I 1 * to oiscuss telephone ano 

PERSONAL INTERVIEWS. AT CONCLUSION OF OISCUSSIBN START SKITS 
ASSIGNED EARLIER. ARRAHCC A PART OF THE RtOM AS AN OFFICE* 

T. Continue skits depicting the right ano wrong way of conoucting 

AN INTERVIEW. CONCLUDE WITH A SUMMARY DISCUSSION OVER MAIN 
POINTS OEPICTEO. 

F. OPE?; DAY (Suggestion options) 

A. Use this oay to catch up. 

B. Set asjde enough time for discussion of w*j»k permits ano 

CHILD LABOR LAWS. SEE WOW #15. RtCOMMENO PAGES 36-39, 

"The Worlo of Work" by Koschnick for gooo subject material. 

C. Invite local personnel manager in as guest speaker. 
Topic: "What I Look for During an Interview." 

FOURTH WEEK 



M. Introduce research portion of Worlo of Work project. Hawo out 
WOW #16 ano 17 for class discussion. Start first research 

REPORT—DUE FRIDAY. (SEE "THINGS To DO...." ITEM 1, 3, k s ANO 



T. CONTINUE RESEARCH 



ERLC 



W Continue research Option: Schedule a sbuno filmstrip fbr class 
#R viewing ano summary paper. Use only if class 

T IS WELL AHEAC IN THEIR WORK ANO WEARING COM- 

PLETION OF FIRST REPORT. SEE AODENOUM #1 
FOR POSSIBLE CHOICES. 

12 
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F. First report oue at end of perioo. 

Posters due: Have stuoent assistants post on walls for oi splay* 
Suggestion ; Have three or four faculty members juoge the pos * 
on originality, creativity, ano subject matter coverage. Awaro 
prizes to top five winners ano 01 splay awaro posters in the most 
prominent place for overall viewing* 

FIFTH WEEK 

M. Periods 1-3: Orientation Assembly for next years freshmen in 

HIGH SCHOOL AUDITORIUM* (SEE "THINGS TD D0..„ tt 
SHEET, ITEM #1) 

Periods ^-8: Start second research report - due Friday. 
T. Hand out WCW #18 ano 19 prior td registration. Pre-regi strati on 

FOR ALL OTH GRADE STUDENTS IN SOCIAL STUDIES CLASSROOM CONDUCTED 
BY HIGH SCHOOL «GU I DANCE OFFICERS. (USE WOW #l8 EDUCATIONAL 

Planning Sheet and pre-resgistratidn information to consider 

FUTURE PLANNING. USE WOW #19 TO ASSIST STUDENTS IN SELECTING 
THE PROPER MATH COURSES.) 

W - F: Continue second research report 

F: Second research report due at end of period. 
SIXTH WEEK 

M - T: Start and complete third research report — due at the eno of perios 
Thursday. 

F : Optional: 

A. Show sound filmstr;p "Dropping Out." Guidance Associates 

AND DISCUSS., FSS-56; AND/OR 

B« Use students to return equipment and materials* 

Either way allow sufficient time td pull carers f»les *nj 
organize work assignments into student packets f03 their use. 
Wrap up project with summary discussion. 
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197^1975 MASTER AGENDA 
THE WORLD OF WORK 
Ouv — - "Date Activity — 



Mon. Apr. 1U introduce World or Work Unit. Survey tor 

SSN's, Poster Assignment-due May 9. Assign 
"Who Am I" project. 

Tue. 4 Weo. Apr. 15, 16 Achievement Tests. 

Thur., Fri. Apr. 17, 18 Collect ?Who Am I" and 3 choices sheet. 

& Monday & 21 Interest Survey 

Tue. Apr. 22 FSS-60, "Choosing a Career. 91 Summary Sheet oue, 

Personality Inventory Survey 
Weo. Apr. 23 Personal Data Form 

Organize class into groups tor skit. 
Thur. Apr. 2k FSS-58> "What You Shoulo Know Before You 60 

To Work." Summary Sheet due. 

Work on interview skits. 
Fri. Apr. 25 Social Security project. 

Assign "Want Ad" tor Monday. 

Mon. Apr. 28 Want Ao discussion. Letter or application 

project. 

Tue. Apr. 29 Job Application project. 

Wed. Apr. 30 Interviews: Discussion and start skits. 

Thur. May 1 Continue interview skits. Summary discussion. 

Fri. May 2 Open Day (organize stuoent assistants tor 

next project) 

Mon. May 5 Introduce research project ano start. 

Tue. May 6 Continue research. 

Wed. May 7 Continue research or schedule filmstrip ano 

summary. 

Thur. May 8 Same. 

Fri. May 9 Posters due 

First report oue at eno or per 100 

Mon. May 12 Periods 1-3, orientation as$£M(|ly in high 

school auditorium. « 
Periods 4-8, start sejcon? -KfWtof <ft ** P0RT 

DUE flMOAY 

Tue. May J3L Pre-*egi strati on in social stuoies classroom 

3 for next •vear , s freshmen. 
Wed. May *\k Continue second report. 

Thur. May 15 Continue second report. 

Fri. May. 16 Complete second report - oue at eno or period. 

Mon. May 19 Start- thir6 research~report; . 

Tue .-Thur. May 20-22 Continue*. andvCOMplete thiro research report 

. DUE 'END OPhPERIOO. PERSONAL DATA FORM MUST 

8E COMPLETED TUESDAY, MAY 20, FOR EVALUATION. 

Fri. May 23 A. Show FSS-56, "Dropping Out." Discuss 

Pull career files ano organize for stuoent use 
Summary discussion. 

f 
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WHO AM I 



Date 



I. MY FAMILY AND I 

1. My name rs 

2: — My~b irthdate-ts — a nd~!~am ~y ears^olo . 

. My permanent aooress is 

. My telephone number is . 

5« i live with my (circle) mother father both parents guardian. 

6. i have brothers. ages are 

7. | have sisters. ages are ^ 

o. My regular jobs at home are: 



I RECEIVE A REGULAR ALLOWANCE (CIRCLE) YES OR NO 

II. MY STUDY HABITS 

Usually I study about minutes a oay at school ano about 

MINUTES AT HOME, I (dO, 00 NOT) HAVE A QUIET PLACE TO 

STUDY AT HOME* I (DO, DO NOT) HAVE A ROOM OF MY OWN AT HOME IN 
WHICH TO STUDY. I (dO, DO NOT) USUALLY WORK IN THE SAME PLACE 
AT HOME EVERY TIME 1 STUDY. I ( CAN, CAN NOT) STUOY WHILE THE 

TV or radio/phonograph IS ON. 

The subject I have to study the most is 

3. I FEEL MOST CONFIDENT IN THE FOLLOWING SUBJECt/sUBJECTS 



k. Name your two favorite school subjects (PE, shop, music, etc.) 

U 2. 

5. The subject I, have to study the least is (academic subject) 

BECAUSE 



6. I (DO, DO NOT) FEEL 1 NEED HELP IN DEVELOPING BETTER-STUDY HABITS. 

III. MY SCHOOL ACTIVITIES (sports, clubs, plays, f.tc.) 

1. '.ast yea:; \ joined these school activities: 

* My pa vo rive was 



BECAUSE m 

2. This year I have joined these school activities: 

. My favorite is because 



3* I (do, do not) like to dance. (In addition to, rather than) oances 
I wish the Junior High would have Socials where we could _ ______ 

■ js • 

4. I (00, 00 not) like assembly programs. 



WDW 2 
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5* I (have, have not) been a class officer. I (have, HAve not) been 

AN OFFICER IN SOME SCHOOL CLUB OR ORGANIZATION. 

6. | HAVE (SEVERAL, FEW, NO) FR I ENOS IN THIS SCHOOL. THE NAME OF 

MY-BfcST_ERlENO__l.S ANO-I S-l N-T8 E G RAPE. 



IV. MY OUT OF SCHOOL ACTIVITIES 

1. Here is a summary of important information about clubs ano 
organizations | belong to which are not part of the school 
programs: 

Name Meets How Often At What Times? What ! Like 

Best About It 
Is: 



2. I GCTTO THE MOVIES ABOUT TIMES A WEEK. MY PARENTS LET ME GO 

OUT OF THE HOUSE ABOUT NIGHTS A WEEK. 1 AM USUALLY EXPECTED 

TO BE HOME BY O'CLOCK ON WEEK NIGHTS ANO O'CLOCK ON 

WEEK ENOS. 

3. When I am out with my friends, the things we like to oo most are: 



k. I SPEND ABOUT HOURS PER OAY WATCHING TV. WHAT TV PROGRAM OO 

YOU ESPECIALLY LlKE?__ 



5. I EARN M^NEY BY . I USUALLY WORK ABOUT 

HOURS PER WEEK. CONSIOER YOUR PART-TIME JOBS. WHAT JOBS HAVE 
YOU HELO? ^ 



6. my three favorite hobbies are (skiing, carpentry, photography, 
reaoing, etc.) ^ 

7. My leisure time activities are: 

8. i think my special abilities or talents are : 



9. Has anyone ever said that you were especially gooo at ooing any 
one thing (getting along with people, acting in a play, speaking, 
musical) If so, what? _ # 

V. MY HEALTH 

1. My present health is (excellent, fair, poor) 

2. i (Have, have Not) been sick much ouring my life. The longest 
i was sick was oays or about weeks. 

. My teeth are (excellent, fair, poor") 

. I (oo, do not) wear glasses. I (am, am not) hard of hearing. 
I (00, 00 not) have another physical hanoicap. It is this: 

16 
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5 # The last time I had a physical examination was in (year)* 

o* I (do, do not) sometim es worry about my heal th. 

y~ p( 007 WTJof) HAVE A FAMILY OOCTOP* 

V! # MY THOUGHTS ABOUT THE WORLD OF WORK 

1. What course or study or special training (business subjects, 

AVIATION, MUSIC, ETC*) WOULD YOU LIKE TO TAKE IF YOU COULD? 



2, Have members of your family suggested any particular career to 
you? If so, what? — — _ 

3# How do you feel about this suggestion? „ 

k. What have you often thought you would like to 00 for a living? 

, W hy ? 

how long have you been interested in it? . 



What type of work 00 you hope to 00 after high school or college? 



Does the future look good to you? (yes or no) Why? 



What is the one thing that could possibly hold you back ano 
prevent you from getting what you want out of life? 



5. Different jobs require different types of reaoing* 

A. Do you read newspapers? (yes, no) What parts? 

. Name two magazines that you read most 

OFTEN : _ ______ 

Name three books you have read which you especially like (out 
side of school assignments) 



List three occupations in which 
choosing as a career after high 
importance to you* 

A. 



you are interested in possibly 
school* List in the oroer of 



B. 

c. 
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Interpreting Ybu* Interest Profile* 



you are interested in something ip you enjoy it. your interest profile 
indicates whether your interests in the ten areas measured are high, average 
or low compared with those of other boys or girls at your grade level across 
the nation. 

Like most people, you probably have scores that are high in some areas, 
low in some, and average in others. looking at all your .scores is important 
because most school subjects and jobs involve a combination of two or more 
interests. 

The more interested you are in a school subject, a job, or anything you 
do the greater your chances are for success in it. f t is easier and more 
satisfying to put your efforts into activities you enjoy than into those you 
dislike* of course, no one can do only what interests him, studying your 
interest, however, will help you direct your activities into channels where 
you are more likely to achieve satisfaction, |n addition/ such study may 
help you find some things that appeal to your interests even in chores that 
you dislike. 

an important fact to keep in mind is that low scores sometimes mean 
that you haven 1 t had enough of an opportunity to develop interests |n certain 
areas. Imagine for example, a young person whose family and friends are not 
particularly interested in music, and who has not had an opportunity to 
learn to play an instrument, to listen attentively to records, or to go to 
concerts. he may not score as high in musical interests as someone who has 
had more experience with music. you have to be introduced to or oiscover 
an activity before you can like it or dislike it. participating in some* 
thing you f ve decided you might like may in turn tend to strengthen your 
interest in it. as you mature yqj are exposed to a variety of new experi- 
ences, some of your old interest may change and new ones may develop. 

High interests are not better than low interests; nor is one interest 
better— •or worse— than another. what counts 13 knowing what your interests 
are and considering them whenever you have an important educational or 
career decision to make. 

The ten interest areas measured by the Kuder General Interest Survey 

mean: 

OUTDOOR interest means preference for work or activity that keeps you outside 

MOST OF THE TIME— USUALLY WORK DEALING WITH PLANTS AND OTHER GROWING THINGS, 
ANIMALS, FISH, AND BIRDS. FORESTERS, .NATURALISTS, FISHERMEN, TELEPHONE 
LINEMEN, AND FARMERS ARE AMONG THOSE HIGH IN OUTDOOR INTERESTS. 

MECHANICAL interest means preference for working with machines and tools. 
If you like to tinker with old clocks, repair broken objects, or watch a 
garage mechanic at work, you might enjoy shop courses in school. aviator, 
toolmaker, machinist, plumber, automobile repairman, and engineer are 
among the many jobs involving high mechanical interest. 
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COMPUTATIONAL interest indicates a preference for working with numbers ano 

AN INTEREST IN MATH COURSES IN SCHOOL. BOOKKEEPERS, ACCOUNTANTS, BANK TEL- 
LERS, ENGINEERS, ANO MANY KINDS OF SCIENTISTS ARE USUALLY HIGH IN COMPUTA- 
TIONAL INTEREST. 

SCIENTIFIC INTEREST IS AN INTEREST IN THE DISCOVERY OR UNDERSTANDING OF 
NATURE AND THE SOLUTION OF PROBLEMS, PARTICULARLY WITH REGARD TO THE PHYSICAL 
WORLO. If YOU HAVE A HIGH SCORE IN THIS AREA, YOU PROBABLY ENJOY WORKING 

IN THE SCIENCE LAB, READING SCIENCE ARTICLES, OR DOING SCIENCE EXPERIMENTS 
AS A HOBBY. PHYSICIAN, CHEMIST, ENGINEER, LABORATORY TECHNICIAN, METEROLOG I ST, 
DIETICIAN, AND AVIATOR ARE AMONG THE OCCUPATIONS INVOLVING HIGH SCIENTIFIC 

INTEREST. 

PERSUASIVE INTEREST IS AN INTEREST IN MEETING AND DEALING WITH PEOPLE. |N 
CONVINCING OTHERS OF THE JUSTICE OF A CAUSE OR A POINT OF VIEW, OR IN PRO* 
MOTING PROJECTS OR THINGS TO SELL. MOST SALESMEN, PERSONAL MANAGERS, AND 
BUYERS HAVE H | GH PERSUASIVE INTEREST. If YOU HAVE A HIGH SCORE IN THIS 
AREA, YOU MAY ENJOY SUCH ACTIVITIES AS DEBATING SELLING TICKETS FOR A 
SCHOOL PLAY OR DANCE, OR SELLING ADVERTISING SPACE FOR THE SCHOOL PAPER • 

ARTISTIC INTEREST INDICATES A PREFERENCE FOR DOING CREATIVE WORK WITH THE 
HANDS— USUALLY WORK INVOLVING DESIGN, COLOR, ANO MATERIALS. |F YOU LIKE 
TO PAINT, DRAW, SCULPT, DECORATE A ROOM DESIGN CLOTHES, OR WORK ON SETS 
FOR SCHOOL PLAYS, YOU ARE PROBABLY HIGH IN THIS INTEREST. So ARE ARTISTS, 
SCULPTORS, DRESS DESIGNERS, ARCHITECTS, HAIRDRESSERS, ANO INTERIOR OECORA- 
TORS. 

LITERARY interest is an interest in reading and writing. Persons with 

LITERARY INTEREST INCLUDE NOVELISTS, ENGLISH TEACHERS , POETS, EOUCATORS, 
NEWS REPORTERS, ANO LIBRARIANS. If YOU HAVE A HIGH SCORE ON THE LITERARY 

scale, English is probably one of your favorite subjects, ano you may 
enjoy writing for the school paper or magazines. 

musical interest usually is demonstrated by persons who enjoy going to 
concerts, playing an instrument, singing, or reading about music ano 
musicians. Musicians, music teacher, and music critics are among those 
who have directed high musical interest into a vocation. 

SOCIAL SERVICE interest inoicates a preference for activities that involve 

HELPING PEOPLE. NURSES, BOY SCOUT OR GlRL SCOUT LEADERS. VOCATIONAL COUN- 
SELORS, TUTORS, PERSONNEL WORKERS, SOCIAL WORKERS, HOSPITAL ATTENDANTS, 
ANO MINISTERS, RABBIS, AND OTHERS IN RELIGIOUS SERVICE ARE AMONG THOSE 
HIGH IN THIS AREA. 

CLERICAL INTEREST MEANS A PREFERENCE FOR WORK THAT IS, CLEARLY DEFINED FOR 
YOU— WORK THAT INVOLVES SPECIFIC TASKS REQUIRING PRECISION AND ACCURACY. 

If you HAVE high CLERICAL interest, you probably enjoy SCHOOL SUBJECTS 

AND ACTIVITIES THAT REQUIRE ATTENTION TO DETAIL. JOBS SUCH AS BOOKKEEPER. 
ACCOUNTANT, FILE CLERK, SALES CLERK, STATISTICIAN, TEACHER OF COMMERCIAL 
SUBJECTS, AND TRAFFIC MANAGER FALL IN THIS AREA. 
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Knowledge of your interests can tell you only what you enjoy doing; it 
cannot tell you how well you do these things. what you do well depends on 
many things beside i nterest — part i cularly, your abilities* your counselor 
can help you find out whether your abilities measure up to your interests, 
he can help you with your decisions about what course of study and school 
subjects to take, your counselor may also be able to suggest ways in 
which you can explore and broaden your i nterests-- ext racurr i cular activities 
you might enjoy, books appropriate to your interests, ano klnos of partt i me 
or summer jobs you might want to reexamine your interests* 



*Developeo from Kuder Profile Leaflet, Science Research Associates, Inc. 
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Transparency 

KUDER E Name 



GENERAL INTEREST SURVEY Graoe_ 

Date 



Outdoor 

Mechanical 

Computational 

Scientific 

Persuasive 

Art i st i c 
Literary 

Musical 
Social Service 

Clerical 



LIKED LEAST 



LIKED SOMEWHAT 



LIKED BEST 
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INTERPRETING AND APPLYING THE KUDER PREFERENCE RECORD SCORES 



There are 10 interest areas. The raw scores have seen inverted to per- 
centiles. Over 75 percentile is considered high and below 25 1$ considereo 
low. The middle percentiles are considered average. These classifications 

ARE NOT ABSOLUTE BUT CAN BE USED FOR COMPARATIVE PURPOSES. An INDIVIOUAL 

can be compared to others on a normative basis to arrive at some meaning- 
interest strength or the comparison can be i ntra- 1 nd| v i dual to arrive at 
some appraisal of whether or not the individual has more interest in onf *ea 
than in another. when making normative comparisons to occupational groups- 
information on the reference group is important because of the effect of vari- 
ables other than interest. interest is only one of the positive jndicies. 
Others include: does the individual have enough interest in the career area 
to get enough satisfaction from the job activities; can or will he satlsry 
his employer, customers, or clients; and will the extrinsic rewards be satis- 
fying to him. 

the interests for the 12-1^ age group are very fluio. new experiences 

CAN AFFECT THE INTENSITY OF INTERESTS OR PRODUCE NEW INTERESTS. EARLY EVALUA- 
TION OF fUTEREST PREFERENCE IS VITAL IN DETERMINING HOW REALISTIC IS THE IN- 
TEREST PATTERN WITH RESPECT TO ABILITIES. AN IMPORTANT TASK IN COUNSELING 
THIS AGE GROUP IS TO HELP BROAOEN THE STUDENT 1 S EXPERIMENTAL BASE WHICH 
MIGHT AFFECT A CHANGE IN THE INTEREST PATTERN. ThE INTEREST PATTERN TENOS 

to become more stabilized with experiences. 

|n grade 8, the student elects limited subjects beyond those that are 
Required. The results of the interest survey mkht suggest conflicts when 
used with data on the stuoent's abilities, performances and environment, 
the involvement and participation of the student, parent and counselor in 
planned supplementary experiences can help him to select an appropriate 
occupational career. 

When students receive results of their interest survey, they seek the 
meaning of the results and olscover which occupation falls within their 
interest categories. a prompt clarification of the survey and results is 
necessary. |t should be clearly stated that the results are based on a 
very brief sampling of their lives; the results are for the duration of the 

SURVEY ACTIVITY ANO LATER SAMPLINGS COULD BE DIFFERENT. If THE SAMPLING 

was correct, there are many occupations which seem to have a commonality 
with certain interests. to assist the teacher or counselor in the presen- 
tation and oiscussion to recall occupations by interest areas, the following 
list— baseo on the wyoming occupational resource klt— has been compileo. 
Numbers following an occupation den#te the occupation has more than one 
interest association. 

Some occupations have more than one strong interest association. 



0. Outdoor 6. Literary 

1. Mechanical 7. Musical 

2. Computational o. Social Service 
Scientific 9. Clerical 



1 



Persuasive 
Artistic 
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OUTDOOR 

Agricultural aircraft pilot 
Agricultural Engineer 
Airline pilot 
Airline stewardess 
Animal keeper 
Baseball player, prof. 
Beach life guard 
Block setter 
Brick layer 
Building inspector 

Bus DRIVER 

Business agent-unions 
Cable splicer 
Carpenter 

Cement mason % 

County agricultural inspector 

Edgerman 

Electrician 

Enologist 

Farm advisor 

Farm equipment operator 

Farm manager 

Forester 

Forest fighter 

General farm hand 

Geologist 

Groundsman-gardener 
Group recreation worker 
Irrigator 

Landscape maintenance superinte 
MECHANICAL 

Airframe & power plant mechanic 

Automobile mechanic 

Automobile parts man 

Body and fender man 

Book binding 

Broadcasting technician 

Cabinet maker 

Camera repairman 

Cellar foreman 

Central office installer 

Coating inoustry occupations 

Coin machine repairman 

Coil winder 

Composing room occupations 
Construction machine operator 
Cotton gin manager 
Coppersmith 

Data processing technician 
'Dental technician 
Diesel mechanic 




Disc jockey 



L I NEMAN 

Livestock hand 

Log scaler 

Log truck driver 

long-haub truck driver 

Lumber handler 

Mail carrier 

Meter reader 

off-the-ground date worker 
Orchard pruner 
Ornamental horticulturist 
Painter 
Park ranger 

Pest control service man 

Plant pathologist 

Professional athlete 

Rod and chain man 

Sanitarian 

Sheepherder 

Shipfitter 

Ski instructor 

Ski tow and lift operator 

Sports fishing captain 

State traffic office 

Structural steel worker 

Surveyor 

Swimming pool service technician 
Tuna fisherman 

VlTICULTURlST 

nt Wharfinger 
Draftsman 

Electric applicance repairman 
Electric data processing manager 
Electronic assembler 
Electronic technician 
Electroplater 

Embroidery machine operator 
Fiber glass lay up man 
Floor covering installer 
Fork lift operator 
Forge shop operation 
Furniture upholsterer 
Garment cutter 
Glazier 
Gunsmith 

Head saw operator 
Heat treater 
Heavy duty mechanic 
Household appliance repairman 
Hydraulic equipment repairman 
Ironworker, shop 



23 



-15- 



wiw fj 

MECHANICAL (cont'o) 

Jig and fixture builder 
Key punch operator 
Launory worker 
Lens grinoer 
Linotype operator 
Locksmith 

Machine shop helper 
Machine shop inspector 
Machine tool operator 
Machinist 

Maintenance electrician 

Marine engineer 

Meat cutter 

Meat cutter jobber 

Metal polisher 

Milker 

Millman 

millwright 

MoLor;R 

Motorcycle repairman 
Occupations - meat packing 
Office machine serviceman 
Operating engineer 
Optician 

outboaro motor mechanic 

Patternmaker 

Picture frame maker 

Plasterer 

Plater 

Plumber 

Presser 

ProsthCtjst 

Quality control manager 



Radiographer 

Radio-television serviceman 
Railroao carman 
Railroao machinist 
Railroao shop craftsman 
Refrigeration mechanic 
Rigger 

Sawmill hanoyman 

Screen processing occupations 

Seamstress 

Service station technician 
Sewing machine operator 
Sheetmetal worker 

Sh I PFI TTER 

Ship officer - raoio— Merchant Marine. 

Stationary engineer 

Sub-assembler, electronics 

Technician, engineering— pkvs. sci. 

Telemeterer 

Telephone operator 

Teletypewriter operator 

Terrazzo worker 

Tire vulcanizer 

Tool crib attenoant 

Tool ano cutter grinoer 

Tool oesigner 

Tool ano die maker 

Tool inspector 

Truck mechanic 

Watchmaker 

Weloer 

Welder-combination 



COMPUTATIONAL 

Actuary Mathemat i c i an 

Financial analyst Statistician 



SCIENTIFIC 

Aerospace engineer 
Animal scientist 
Astronomer 

tlOLOGlCAL SCIENTIST 

Ceramic engineer 
Chemical engineer 
Chemist 

Civil engineer 
Electrical engineer 
Electronic engineer 
Finger print examiner 
^Health physicist 
:KJ Cheat treater 
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Hospital aoministrator 

Laboratory assistant 

Mechanical engineer 

Medical technologist, bioanalyst 

Meteorologist 

Microbiologist 

Nuclear engineer 

oceanographer 

Pharmacist 

Physical metallurgist 

Physicist 

Plant scientist 

Preservation specialist, aerospace 
Research &. oevelopment technician 
Veterinarian 
Wooo technologist 
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PERSUASIVE 

Automobile dealer 
Buyer 

Contract administrator 
Credit and collection manager 
Executive oi rector 
Garage service salesman 
Grocery product salesman 
Home economist in business 
l p driver - salesman 
Marketing research analyst 
Model 

Pharmaceutical sales representative 



Production and Material coordinator 

Purchasing agent 

Radio and television announcer 

Real estatc salesman 

Retail store manager 

Right-of-the-way agent 

Salesman - builoing materials 

Sales clerk 

Sales person 

Securities broker 

Ship officer, deck 

Underwriter insurance 



ARTISTIC 

Architect 

Artist - animation 

Baker - customer 

Cabinet maker - customer 

Aircraft plaster patternmaker 

Fiberglass lay up man 

LITERARY 



Floral designer 
Furniturc designer 
Interior oesigner 
Sign painter 

Technical illustrator, artist 
Women clothes designer 



Copywriter 
Cop yreader 
Film editor 



Technical writer 
Translators and interpreters 



MUSIC 

MUS I CI ANS, I NSTRUMENTAL 

(See slngers and singing teachers. Occupational Outlook Handbook , U. S« Departmcnt 
of Labor, 1966-67 edition, pp. 1 84-90.) 



SOCIAL SERVICE 
Barber 

Beauty operator 

Checkroom, locker room attendant 

Chamber of Commerce manager 

Chefs and cooks 

City manager 

Claims adjuster 

Coach 

Commercial oriver 
Commercial pressman 
Correctional officer 
Counter girl 
Counter man 
Darkroom technician 
Dental hygenist 



Dentist 

Dental assistant 
Dietitian 
Display man 
Doctor of Medicine 
domesti c cook 
Domestic service 
Drapery seamstress 
Dry clcaner 
Economist 
Embalmer 

Employment counselor 
Employment interviewer 
F i reman 
Home advisor 
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SOCIAL SERVICE (cont'd.) 



Hospital administrator 
Hospital attendant 
Hotel manager 

Immigration patrol inspector 

Industrial nurse 

Janitor 

Job analyst 

Kitchen helper % 

Labor relations man 

Lawyer 

Librarian 

Librarian assistant 
License vocational nurse 
Manager, administrative services 
Management development personnel 
New car get ready man 
Nursery school teacher 
Occupational health nurse 
Occupational therapist 
Operator, telephone 
Personnel manager 
Photoengraver 
Photographer 
Physical therapist 
Planner city and regional 
Plant quarantine inspector 
Podiatrist 

Policeman and deputy sheriff 



Port director 
Production planner 
Psychiatric technician 
Psychologist 
Public Health Nurse 
Public relations man 
Receptionist 
Recreational leader 
Rehabilitation counselor 
Reporter 

School counselor 

Security officer 

Service station attendant 

Shoe repairman 

Short order cook 

Social worker 

Spotter 

Swimming pool sesviCC technician 
Tailor, men's garments 
Taxidermist 

Teacher, children to adults 
Trade and technical teacher 
Training director 
Travel agent 

Veterinary hospital attendant 
Vocational business education teacher 
Waitress 

Weights and measures inspector 



CLERICAL 



Accounting clerk 
Airline ticket agent 
Air traffic control specialist 
Apartment manager 
Automobile contract clerk 
Insurance clerk 
Bookkeeping machine operator 
Calculating machine operator 
Cashier 

Certified public accountant 

Classified counter clerk 

Clerk, general office 

Clerk, typist 

Computer operator 

Court reporter 

Credit union teller 

Duplicating machine operator 

Electric accounting machine operator 

Escrow officer 

Federal cataloger 

File clerk 

Financial analyst 

Full charge bookkeeper 



Hospital admitting clerk 
Junior accountant 
Key punch operator 
Legal secretary 
Medical secretary 
Medical record librarian 
Office cashier 
Post office clerk 
Proof machine operator 
Room clerk 
routeman 
Secretary 

Shipping and receiving clerk 

Ship's officer— purser, merchant marine 

Stenographer 

Tabulating machine operator 
Teller 

Title searcher 
Traffic rate clerk 
Typist 

Varityper operator 
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I. Appearance 



Creoits or (ves) Debits or (no 

U Are your eyes clear ano bright? 

2. Does your hair have natural luster? 

2 # Do YOU maintain a good posture at all times? 

4 . Are your muscles firm ano your booy free of excess fat? 

5 # do you have the proper weight for your age and height? 

6 . Are your clothes neat ano clean? 

7. Are your clothes in gooo taste?* 

o. Are you always well-groomeo? 



_9 # Are you cheerful most of the time? 



10. Do you smile often? 

IK Manners 

1 . Are you always consioerate of others? _ _ 
2. Do you always think about the right of others before you 

THINK OF YOUR OWN? 

3 # DO YOU ALWAYS SHOW RESPECT FOR EVERYONE REGARDLESS OF 

POSITION? - 

k. Are you always appreciative of everything one ooes for 

YOU ANO 00 YOU THANK THEM? 

5 # DO YOU THINK OF OTHERS ON SPECIAL OCCASIONS SUCH AS 

8IRTH0AY, ETC.? . 

6. DO YOU CONGRATULATE YOUR FR I ENOS UPON THEIR ACHIEVEMENTS? 

7 # DO YOU OFTEN 00 SOME OEEO IN WHICH YOU CAN TAKE JUSTIFI- 
ABLE PRIOE? 

8. DO YOU HELP PERSONS LESS FORTUNATE THAN YOURSELF? 

9 # DO YOU LEARN, REMEMBER, ANO USE THE NAMES OF THE PEOPLE 

YOU MEET? 

10. DO YOU KNOW THE RULES OF ETIQUETTE (TABLE MANNERS, RULES 

OF POLITENESS, ETC.) ANO OBSERVE THEM? 



III. Agreeableness 

1 # DO YOU AIM AT COOPERATION IN ALL THINGS? 

2. DO YOU AVOID CARRYING TALES ANO GOSSIPING ABOUT OTHERS? 

3 # 00 YOU TRY TO SEE THE OTHER PERSON'S POINT OF VIEW? 

4 . DO YOU REFRAIN FROM TELLING OTHERS WHAT YOU THINK OF THEM? 

5. DO YOU AVOIO ARGUMENTS? 

0. DO YOU AVOID MAKING FUN OF OTHERS? 

7. DO YOU .KEEP OUT OF OTHER PEOPLE^ BUSINESS? 

O. DO YOU AVOIO FINDING FAULT WITH EVERYOAY THINGS? 

9 # DO YOU KEEP' YOUR PERSONAL TROUBLES TO YOURSELF? 

10. DO YOU TAKE A GENUINE INTEREST IN OTHERS? 
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1. DO YOU HAVE A HOBBY? 

2. Are you skilleo in any game or sport? 

?• Can you play some musical instrument? 
• Can you recognize the paintings or three or more well* 

KNOWN ARTISTS? 

5* Do you "know" (have a good knowleoge about) the leaoing 

raoio/TV personalities? 
6. do you read at least one magazine a week? 
• do you belong to two or more organizations? 
. do you reao a newspaper each oa y? 

Have you reao at least twelve books ouring this past year? 
10. Do YOU make an effort to meet new people ano make new 

FRIENOS? 



Temperament 

_1. do you control your temper? 
_2. do you avoio worry? 

3* can you throw off oiscouragement? 
t. do you often feel enthusiastic about something you wish 

TO 00? 

_5* Are you able to make oecisions about everyoay things 

EASILY? 

j6. Are you able to interest yourself in oetaics? 

7. Are you careful not to hold gruoges against people? 
_8. do you seek aovice from others? 

do you usually look on the bright si of. of situations? 
10. Are you able to work pleasantly with oihers? 



Expression 

do you have a pleasant speaking voice? 
_2. Do you speak correct English? 
j\. do you avoio thc use of slang or profanity? 

do you have a gooo vocabulary ano pronounce the woros you 

use correctly? 

_5 # Can you carry on an impersonal conversation oealing with 
the interest of those with whom you talk? 



Intelligence 

do you have a gooo memory? 
2. Are you free of superstitions? 

3. do you listen to what people say— without interrupting them 

do you observe closely what is going on arouno you ano 
unoerstano most of it? 

5* b y reaoing ano stuoy 00 you keep informeo about current 

events, your work, ano subjects of popular interest? 
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vii f • self-confi oence 

1. do you have confioence in your own opinions? 

« 2. Are you able to act natural under all circumstances? 

j. do you seek opportunities to meet those above you? 



d° you avoid criticising others? 
Are you able to give creoit to others for what they oo? 



1X# Dependability 



J. Are you absolutely hon£st in all things? 
2. Are you willing to accept responsibility? 
J3. Are you tree fron bao habits which will slow your progress? 

ji. DO YOU DISCHARGE YOUR DUTIES PROMPTLY ANO EFFICIENTLY AND 
WITH LITTLE OR NO SUPERVISION? 



X» Loyalty 

1. do you take a personal interest in the welfare of your 

frienos and associates, 

2. Can you be dependeo upon to keep your promises? 

3» Can you keep from telling things you learned in confidence? 

DO YOU MAKE YOUR INTERESTS THOSE OF YOUR FRIENOS AND 
ASSOCIATES? 

5» DO YOU DEFENO FROM UNJUST CRITICISM THE PERSONS ANO THINGS 

WITH WHICH YOU ARE IOENTIFIEO? 
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PERSONALITY INVENTORY SURVEY SCORING INSTRUCTIONS 

I. 60 BACK THROUGH THE SURVEY ANO WITHIN EACH MAJOR SECTION CIRCLE THE NUMBERS 
INOICATEO BELOW. 



1 • 


Put 


A CIRCLE AROUNO 3, 6, 10 


1 1 * 


Put 


a 


CIRCLE 


AROUNO k, 6, 9. 


III* 

III* 


Put 


A 


I 1 KtLL 


AKUUNU \J y \\J % 


IV: 


Put 


A 


CIRCLE 


AROUNO 2, J, 10* 


V: 


Put 


A 


CIRCLE 


AROUNO 1, k. 


VI: 


Put 


A 


CIRCLE 


AROUNO 2, 5* 


VII: 


Put 


A 


CIRCLE 


AROUNO 3j 5* 


VIII: 


Put 


A 


CI RCLE 


AROUNO 3j 5* 


IX: 


Put 


A 


CIRCLE 


AROUNO 1, 3. 


X: 


Put 


A 


CIRCLE 


AROUNO 2, k. 



II. Give yourself a score of two (2) for each question you circleo which you 

ANSWERED "YES;" A SCORE OF ONE (1) FOR ALL OTHER QUESTIONS ANSWERED "YES." 

For your total score, count only your "yes" answers* 

III* A PERFECT SCORE ON THIS RATING SCALE IS "100." ANY PERSON WHO SCORES "80" 

OR ABOVE PROBABLY HAS WHAT WOULD B£ DESCRIBED AS A "PLEASING 11 AND "oUTSTANO- 
ING ,f PERSONALITY. ANY PCRSON MAKING A LOW'R SCORE ^CAN IMPROVE HIS PERSON- 
ALITY BY GIVING THOUGHT ANO PUTTING . NTO PRACT1CF THOSE QUESTIONS FOR WHICH 
"NO CREDIT" WAS RECORDED. 



OBJECTIVE: The study of personality has one goal IMPROVEMENT! 
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STUOENT INVENTORY 



8th Grade 



(last) 
First Name Useo 
Parents (mother]] 
Brothers/Sisters] 



ADDRESS 



(first) 



Jelephone_ 
"( father)^ 



(mailing) 



7th GRADE COURSE AVERAGE 



Language Arts 

Comm. Skills 

Social Studies 

Math 

Science 

PE 

Art 

Music 



8th Grade Schedule and Grade Record 



Po. 


Subject j Teacher 


1 


. 2 . 


3 


1 










2 


1 




















■h 








1 — i — 


















i i 






1 i < 




1 1 1 ! 1 
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PERSONNEL DATA SHEET 

Name Phone No. — 

aooress soc. security no. 

Schools Attenoeo: Date ot Birth 



Names of School Dates Attenoeo Grade 



7th and 8th GRADE: GRADE ANALYSIS OF AVERAGES 7th 8th 

Language Arts 

Communication Skills 

Social Studies 

Math 

SCI ENCE 

Shop 

Home Ec * 

Art 

Music 

PE 

Spanish 

Other 



ACHIEVEMENT TEST ANALYSIS 

READING ARITHMETIC COMPUTATIONAL t 

Fall 7th Grade 

Fall oth Grade 

Spring 8th Grade 

Change + or - 



INTEREST SURVEY RESULTS 



0 - Outdoor % 

1 - Mechanical & 

2 - Computational & 

2 - Scientific % 

4 - Persuasive % 

PERSONALITY INVENTORY RAT t NG 

CURRENT YEAR ATTENDANCE RECORD 

Estimate below your attendance record for this past year. 

Total number of days absent • Total number of tardies 

Average number of tardies for each class 

What reasons can you give for your absences: .. 



5 - Artistic % 

6 - Literary % 

7 - Musical # 

o - Social Service j£ 
9 - Clekical % " 



What reasons can you give for your tardies: 
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CAPEER SELECTIONS 
First Choice ♦ 



1. GlVC THE REASON YOU CHOSE THIS CAREER: 



2. List the Interest Survey Area (from page 23) and score that which corres- 

PONOS WITH YOUR FIRST CHOICE % SCORE # 

3. List your Personality Inventory Rating: # # |s a good personality 

REQUIRED FOR SUCCESS IN THIS CAREER? t 

k. High School Courses Needed: Post-High School Courses Needed: 



5. Career preparation beyond high school: (check where applicable) 
a. go directly to work after high school. 

B. Complete a trade school or technical college training. 

C. Complete college with a k year degree in this career. 



Secono Choice 



1. Give the reason you chose this career: 



2 » List the Interest Survey Area (from page 23) and score that which corres- 
ponos with your second choic e K > Score 

3* List your Personality Inventory Rating; % \ is a gooo personality 

required for success in this career? 

High School Courses Needed : Post-High School Courses Neeqed: 



5. Career preparation beyond high school: (check where applicable) 

A. Go directly to work after high school. 

B. Complete a trade school or technical college training. 

C. Complete college with a k year degree in this career. 



Third Choice 



1. Give the reason you chose this career: 

— - - - - - • 

2. List the Interest Survey Area (from page 23) ano schore that which corres- 
ponds WITH YOUR THIRD CHOICE g SCORE . 

3. List your Personality Inventory Rating: $ >. Is a good personality 
required for success in this career? 

High School Courses Neeqed : Post-High School C»urses Needed: 
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Career preparation beyond high school! (check where applicable) 
a. go directly to work after high school. 

B. Complete a trade school or technical college training. 

C. Complete college with a k year degree in this career. 
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Career Selection Continued 



References : List the names and aooresses of at least three people who would 
recommeno you. these are ptrsons ( not relatives) who can tell 
how reliable you are. before you use any person as a reference, 
you should contact them ( by phone, in person, or by ma i l ) for 
permission to use their name. (for this project, classmates 
will not be considered so oon ! t use them. use aoult references.) 

Name Aooress Phone Occupati 



J ob Experience ; (Part-time or full-time— any jobs for which you were paio) 
Employer Address Dates Jobs Held 



* # # 



* This form contains most of the information needed to complete a Resume 

Personal Data Form. Aooitional information to assist you in constructing 
you* Resume (pronounced, Reh-zoo-may) will be found in your WOW #2 assignment 
*'Vko Am f." For further reading and information reao pages 26-30, March 
issue Career Worlo. 
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Read pages 1+57-^61 in American Civics text for discussion of Social Security, its 
history, laws, ano benefits. we will use this material as a bisis for class dis- 
cussion as well as for the application of this project • 



Social Security Application Forms . You are now at the point of applying for a 
job. One of the first things you will be asked is if you have a Social Security 
number. You go to the post office ano ask for an application for a social secur- 
ity number. The clerk hands you the -ollowing form. Read the directions care- 
fully AND FILL OUT THE CARD. 



10 CN OO 

APPLICATION FOR A SOCIAL SECURITY NUMBER 877 

£' : JfJ YOU VtLl UU IM 
OttUCMlU 



L_ 



DO MOT WftlTC M TWO AOOVt 0*AC1 



_l. 



(Lm* 



MMOIVCH 
YOU AT URTH 

HACt 
Of 

with 



rioTHf r» ruu. mamc at gmaflf <Hw 



PATMf ri nitt MAHf (I 




OATtOt 
•MTH 



YOUR Mf MNT AOf 
(A* m ***4*> 



YOUR ItS 



XL 



YOUR COCOR 09 *AC1 
«MTt HIOW OTMB 



XL 



PJSI rORO«HADAlOClALMCUt»TY, *• Wf» t "/ r 



J L 



YOU* 
ItttUftQ 
A&OtCU 



/H,ih>w^, a*, m*. *o- 



<CH>* 





N6ttct Vftto^. »»0S b*t*» * UoU* tit V «I M > In* IM*. ^«My l*rftl+tt tf t~ttt < 
it^t*» t ^lwiyin»tono>Wo*» . — - 



TOUR MAJftt HIM (0» 9+4 



YttAlUftV OR^AtTMSNT w**~* I 



QttttRRRR 



CP 1 



OftWIO 



lOOAi ftlCURITY AOUHflftTRATtOM Off KM 



M*w*M* twit** 0» Tki* r«« t» C0MW»&niAL 

MITRVCYKMS 
!•■**« It All Yt* MttJ Pti S.'<*i* At* Ttc 

FiH Ait tV» to»»it*ly t«f cterKrty ! » •** io-v»*i Lutwi uU it 

* . «r<H M Um tyttvnttt * r*»** ItfAlv »t 0*.- itk. 
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On 



Ttw ttc«tl ttcvity tmi »>lf «u ty»«4 A** Hw ». 

tf r*i %ttt At mm Ae»* « iw» 2. «tec4> • t*w«4 toot oo i it Ait Um 

If •* Mm m At USA, ttttc #io mk At ftm*, «• wtidi ft* wttt »**. 

H t twpfetW, U+i** <ttW. c» ftttar ftAw it (Uft, itcMt At fttttttftofa* 
•%mm; it* ftttntfe, "itfat H. Jmn, i».^fwfc#» '* 

ft rtv htft mr WW. fitlttf ttl t* op#liCtt>t« liW MCitl fttcvrity. toil* 

«t^. * m *m±«. duo ««m y«i «w H ft# 

cLKi "y*t/* if»t tMt W to *W to ^txMttit 4m M 
tf^«#4. AJtt«ift»^ »€id •Kwi** y *tmm*1y**4w**t*4m4 
rt»4tr »U r«Oo Ttuiicr Mr* *^0* •» t!rf *#.«ftli tl^. •* 



•38 II ytv fc« mm» it At ctunfr/, witKtvt t ttrttl t^Attt, oW ftw 1 0 
«S ftttit, tni Its :f it At P3V tW.tt. tl>t* rtw * 0 it* Ht.; il Atft it m 

Mdi wty •* iWwim At« At »*» or fttt oMict am, IImOiI 

^dtr yw« nr««« it m* MMilr rteoivW ti At iditt t «fc»ck ytt At«, tiO •» 

ct#o *»f * tWfClt. 

4fi •wtrttVtut'ly Btitm - Ot tmrfWt** Ait ji.f^«^*i*t f f»t»jjt.« . 

vS8 (II n^W» • *Ji*|0*W or o»ottt rkt <*• vtiit. TVt 

#i!»iM>tt rdttH!, W ***** *U ifUi*« mi otA twtt 
tift Ait t^licttitt A ttr«M. fvtrAftti. tr cttloAtt «Ac rtn»l««Ot Ait Imrn m 
•! m«l<t f**m *t»t<*ttfti»r«oa» Wl^#4 W Wo t# »^t*tt. 
•Vi» ft At fOfiicMl; fcr Mtr^t, "Mt SmA, ItAtr M ) 



SOCIAt SKUIITY OfflCE 177 

(».0 Box 273« 

Coipw, Wyoming I2«0t 



CSUI**.. 
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After your application has been mailed and processeo, you will receive a Social 
Security Card with your number on it. 



000*00*4000 



iinngth R. Clerk 




r ■ 

I firs 



ISUDAL lUbwn/tUW HUM 

000-00-000^^ 

•th R. Clark ^ 
Division St. 
JUiytoim, California 



NUMK*) 

■ 1 

La 963*5 



Important information about the Social Security program : 

1* There is no age limit for a social security card. You can get one at y«ur 
nearest Social Security Office or the post office. Wherever you work, you 
will keep the same number. take your card with ytu when applying for a job. 

2. Whenever you work a small amount of money is taken out of your pay check for 
social security |n jobs covered by social security. your employer adds an 
equal amount of money and then sends the total to the federal government. 
This money is put into a fund which is paid on the following basis: 

a. when you reach retirement 

b. if you should become totally disabled 

c. if you should die. 

3» Social Security Retirement Benefits are paid to: 

a. men and women who have reached the age of 62 and older and have retired 

b. a wife who has reached the age of 62 and older and whose husbano is 
receiving Social Security payments. 

c. a dependent husband when he is age 62 and older. 

k. Social Security Survivor's Benefits are paid to: 
a. a widow age 60 and older 
9. a disabled w i do*' who is age 50 and older 

c. a widow regardless of age when caring for a child under l8 years of age 
0. children under eighteen if their father dies or if he retires because of 

ill health or disability 
e. a dependent widower (husband) of insured at age 6?. 

5* Social Security Lump Sum Renefits are paid to a worker's family when he 

DIES. 

6. Health Insurance (Medicare) protection is provided by the Social Security 
Act for people age 65 and older. 
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INQUIRY OR LETTER OF APPLICATION 
FORMAT 



Your Address 
Date 



Employer's Name 
Employer's Aodress 

Ocar Sir: 

1st Paragraph: Purpose or the letter— be sure to indicate what 

YOU ARE APPLYING FOR AND WHERE YOU COT THE IN- 
formation of the job opening, 

2no Paragraph: Your age, sex, marital status, eoucation, train- 
ing. 

3rd Paragraph: Why do you think you are qualified to oo this 

JOB* 

Last Paragraph: Request for an interview; where you can be 

REACHED. 

Yours truly, 

sign/write your full name 
Print your full name 



* # # # 

Sometimes young people find writing letters of application the 
most difficult part of job hunting. It's a good idea to practice 

WRITING SUCH LETTERS BEFOREHAND. YOU WILL WANT THE EMPLOVCR TO 
KNOW THAT YOU KNOW WHAT THE JOB IS ABOUT AND WANT TO .6) VC HIM A 
GOOD IOEA OF YOUR TRAINING AND EXPERIENCE TO HANDLE THAT JOB. 

The appearance of your letter gives the employer a clue to 

YOUR PERSONALITY ANO WORK HABITS. 

When you are asked to include references, you should request 

THE PCRSON'S PERMISSION TO DO SO. THIS PERMISSION MAY BE OBTAINED 
IN PERSON, BY PHONE, OR BY WRITING AND ASKING THAT PERSON PERMISSION 
TO USE HIS/HER NAME FOR A RECOMMENDATION. 
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WOW #10 
Please Print 
NAME 



DATE 



Last First 
SOCIAL SECURITY NUMBER 



Middle 



U.S. CITIZEN? 



ADDRESS 



Street Number City 

HOW LONG HAVE YOU LIVED AT PRESENT ADDRESS? YEARS_ 



State 



Months 



BIRTHOATE. 



Month 



Telephone Number^ 
Father's Name 



Day 
Male 



Year 



Female 



Mother's Name 



First Last 

Name of last school attended 

Weight 



First Maiden Last 
Circle last graoe completeo 



Height , 

FT. IN, 

Color of Hair 



Color of Eyes 



1 2 3 k 5 6 7 8 9 10 11 12 



Right or Left Handed^ 



Physical Condition 



Explain any handicaps^ 



Total number of dependents^ 
Last position held . 



Salary or wages expected? 



Employer 



Name 

Reasons for leaving^ 



Address 



Give names and addresses of three references: 



1, 



2. 
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Have you ev^r been arresteo? — 
|f so, give nature of offense:. 



For what position are you applying? 



The above statements are true to the best of my knowleoge. 

s i gnature 
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WOW #11 APPLICATION FOR EMPLOYMENT WORKSHEET 



Instructions: Please print plainly. All questions must be answereo completely and 
accurately; incomplete applications are not considered. If there is no answer to a 
question, write the word none or draw a line through the space* 

Date 

PERSONAL 

Social Security No, 

Name _ ________ Citizenshi p 

Last First Middle 
Aodres s , Telephone No* 

Permanent Addres s 

Previous Address Lived there fhom to 



Own Home Payment s, Ren t M onthly ren t B oar d own a ca r 

Date of birth Ses: F M Height Weigh t lbs, 

Month Day Year ft in 
Color or hair color df Eyes Religion Nationality Race 



Marital Status: Single Engaged^ Married Separated^ Div. Dt.of Marriage^ 

Number of dependents Number of children Ages other oependents 



Ooes Spouse work? Where? Kind of work? . Earnings $ per week. 

Your father's name Living Deceased 

Your mother's kam e Living Deceased 

Father's address 



Mother's address 



Number of brothers sisters How many older than you 



how many younger than you, 

Have you ever been convicted of a crime? |f yes, oescribe in full 



Ever applied to this company before? Where? W hen? 

Positi#n(s) applied for Salary expected $ per week. 

Full-Time Part-Time Days and Hours if part tim e 

Were you previously employed by us? When 

Any friends or relatives working for us . 



Name Relationship 



Name Relationship 



In case of emergence notify 



Name Aooress Phone No. 

RJC Y0UR application is considered favorably, on what date will you be available for 
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APPLICATION FOR EMPLOYMENT WORKSHEET 

Physical 

Any Physical Defects 



Were you ever injured? 



Give details 



Have you any defects in hearing? In vision? |n speech? 



Have you had a major illness in the past 5 years? Describe 

Have you received compensation for injuries Describe ~ 

Longest period of compensation: 



How many days have you been absent from work in the past year due to illness? 

Will you submit to a physical examination? Yes No If no, why? 

EMPLOYMENT 



Name and Address or Company 


From T*> I Describe the 
Mo. Yk. Mo. Yr. work you did 


Starting 
Salary 


Last 
Salary 


: Rea.FOR 
Leaving 


Supvr. 










i 












1 




• 










i'ii; 

■ ■ 1 : L j 














MM ■ 












1 


I 1 ! 









Are you employed now? 



May we contact your employer? 



Why are you looking for work?_ 
Which job did you like best? 



Why? 



What kind of work are you now confident you can do satisfactorily? 
Are you willing to relocate? 



What kind of work woulo you most like to 00 if you hao a chance 
What posit ion .woulo you like to have 10 years prom now? 

If you had your choice, where would you lik£ to live? 

MILITARY 



Why? 



Selective Service Class ifi cat ion^ 
how long did you serve? " 

Act I VE | NA CT I VE 



Branch of Service 



Rank 



Are you in the reserves? mmm ^ 

What duties did you perform in the military scrvice? 



Date of discharge 



Type of discharge 
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WOW #11 

APPLICATION FOR EMPLOYMENT WORKSHEET 



EDUCATION 



School 


Name ano Address Major -From To 

j 


Year 
Completed 


Date 
Graouateo 


1 

Dip. or Degree ; 


i 

Elementary < 


i - 

* i 

, i 


5678 




1 

■ -j 


i 

• i 

High j 




1 2 3 If 




1 

1 


Trade Business i 
Cdrres, School 

i : — 


! ! 

i t 


1 2 3 * 






i | 
College ! 

i r 


; 1 




1 2 3 1* 







Anv special study or research? 



'What foreign languages 00 you speak fluently? read write 



What extra-curricular activities did you participate in while in school? 



DO YOU HAVE ANY PARTICULAR QUALIFICATIONS WHICH YOU FEEL WOULD fSPECI ALLY FIT YOU FOR 

WORK WITH THE COMPANY? 



REFERENCES: Give the names of three persons not related whom you have kncwn at least 

ONE YEAR • 

Name Address Business Years Acquaintec 

1. 



2. 



3. 



H !S UNDERSTOOD THAT ANY AGREEMENT ENTERED INTO BETWEEN THE COMPANY AND THE UNOER- 
SIGNED IS PREDICATED UPON THE TRUTHFULNESS OF THE STATEMENTS HEREIN CONTA INEOj ANO I 
HEREBY AUTHORIZE THE COMPANY TO VERIFY THE SAME • I UNDERSTAND THAT MY FINAL ACCEPTANCE 
FuR EMPLOYMENT IS DEPENDENT ON PASSING THE NECESSARY EXAMINATION AND REQUIREMENTS FOR 

EMPLOYMENT • 

Date : s ignature : 
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TELEPHONE INTERVIEWS 

MAKING TELEPHONE CALLS: 

1. to save t i me and embarrassment, be sure of your number. keep a record of 
the numbers that you use often near the telephone • 

2. Allow time—at least a minute— for the one called to reach the telephone. 

3* Give your name when the caul is answered and with whom you wish to speak. 
In case of business it may be a department. 

4. Ask the person whom you call whether it is convenient for him to talk. 

5. If you find that the call does not come at a convenient time, state the 
purpose of your call quickly, or offer to call later. 

6. Limit your call to a reasonable length. 

7. Try to see the other person as you speak. Place a hirror on the telephone 
stano and watch your own facial expressions. 

8. When you make a call, you are the one to bring it to a close. In doing so 
use the person's name and be sure to say good-bye. 

When calling a business concerning a job, remember that this is the first IM- 
passion the person will have of you. it witt be important that you 00 7he 
following: 

1. Be sure that you speak clearly and directly into the mouthpiece. 

2. Have any necessary information beside you: 

a. a list of your qualifications 

b. a list of your work experiences 

c. names of references, including address (three if possible) 
0. a pencil and pad to take notes 

3* Be courteous and friendly. Offer answers promptly and knowingly. 

k. if you do not know an answer, be honest and offer to get the answer and 
relay it to the person. 

5. ASK QUESTIONS INTELLIGENTLY ano TACTFULLY. 

Remember that a telephone call is only the first step in landing your job. If 
you are to have an interview in person, you must be careful to put your best 
foot forward. 

Make use of the teletrainer— Portable unit consisting of amplifier, speaker, 
amd two telephones. controls simulate dial tone, busy signals, ringing of 
either telephone, etc. good for improving use of the telephone. 
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WW #3 PERSONAL INTERVIEW 

Suggested questions you might ask: (if the employer ooes not bring them 
up.) Remember, you have just as much right to ask questions curing the per- 
sonal INTERVIEW AS OOES THE EMPLOYER. 

1. What future is there for me here? 

2. Does the company have any sort of training program? 

3. Is my job likely to be all-year rouno or seasonal? 

4. Will there be an opportunity for me to learn the traoe or business? 

5. How many people will be giving me work to oo? 

6. Does the company have a salary schedule? 

TIPS: 



1. Go alone: leave your mother, girl frienos, boy frienos, ano every- 
one ELSE AT HOME. NOTHING WILL WEAKEN YOUR CASE SO MUCH AS HAVING 

people along with you, 

2. Arrive a few minutes before the appointment. This will give you a 

CHANCE TO SIT OOWN ANO GET INTO A RELAXED MOOO. 

3. Never enter an office chewing gum or smoking. It is all right to 

SMOKE DURING THE INTERVIEW, IF THE EMPLOYER OFFERS YOU A CIGARETTE. 

4. BE SEATED ONLY WHEN TOLD TO OO SO. (SOMETIMES AN EMPLOYER WILL NOT 
ASK AN APPLICANT TO BE SEATED SINCE IT TENDS TO PROLONG THE INTER- 
VIEW.) 

5. Be sure to remove your hat. Girls may keep theirs on. 

6. BE CHEERFUL AND PLEASANT BUT AVOID FORCED GIGGLING ANO LAUGHING. 

7. BE CONSERVATIVE, BUT CONFIDENT, IN ESTIMATING YOUR ABILITIES. |T 

IS ALWAYS WISE TO PROMISE A LITTLE LESS ANO THEN PRODUCE A LOT MORE. 

o. Don't beg or pleao for the job because you have a lot of poor or 

SICK RELATIVES TO SUPPORT OR BILLS TO PAY. SO DOES EVERYONE ELSE. 

You should be relaxed and get the job on your own merits. 
9. Look into the interviewer's face when you speak • 

10. Be accurate ano specific in answering questions. If you will be 18 
years of age two months from now, you are not 18 NOW. 

11. Don't talk too much. If you oion't graduate from high school, you 
oion't. No neeo to speno half an hour telling why. Don't complain 
too much about previous employers or other people. Don't be afraio 
to aomlt that you have some faults too. 

12. Don't place too much emphasis on salary, increases, overtime pay, 

PENSIONS, SICK LEAVES, PAIO HOLIDAYS, BONUSES, ANO VACATIONS. 

14. Be prepared to take an intelligence or aptitude test. This is now a 

STANDARD PART OF THE HIRING PROCEDURE WITH MANY COMPANIES. 

15. When the employer wants you to leave, he will orop some gentle hint 
or suggestion which you will easily recognize. 

16. There's no need to be overly-over polite. No need to be saying "yes" 

ANO "NO, SIR" OR "THANK YOU 1 ' ALL THE TIME. TOO MUCH OF THAT GETS 
TO SOUNO AWFULLY INSINCERE AFTER A WHILE. 
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PLANNING YOUR INTERVIEW 



1. Open your talk by telling the employer that you are interesteo 
in the company ano its progress. that not only gets his atten- 
tion but shows him you are aware of the purpose of business ano 

ARE THINKING (PRIMARILY) OF HIS WELFARE, TOO. AN ANSWER SUCH 
AS, "| WANT TO EARN MONEY THIS SUMMER," IS NOT A GOOO ANSWER TO 
WHY YOU WANT TO BE EMPLOYEO. SUCH AN ANSWER ONLY INOICATES THAT 

you are thinking of yourself* you must offer something to the 
employer. you must sell youuselfl 

2. |f possible, show the employer how you can be of help to the 
organization. 

3* Tell the employer what you can oo for him. You can get ioeas 
by oropping into his place of business once or twice ano looking 
about to see what type of work you coulo oo, what neeos to be 
oone, ano how you might help. use your imagination. you may 
see ways of helping that ilc not apparent to him. don 1 t be 
afraid to make suggestions provtoeo you oo it in a tactful man- 
NER. |t will SHOW YOU HAVE ORIGINALITY ANO INTEREST. 

k. Offer your services for nothing for a oay or two. You have 

NOTHING TO LOSE ANO HE WILL APPRECIATE YOUR GESTURE. 

5» If BUSINESS INTERRUPTS WHILE YOU ARE TALKING, BE PREPAREO TO 
TELL THE EMPLOYER THAT YOU WILL WAIT. THEN STEP BACK OUT OF 
THE WAY. 

6. Finish your talk by asking for the job. That's why you came. 
Ask in a positive manner as though you expecteo to be hireo. 



Have in mi no the following: 
What salary you expect. 

What hours you expect to work— can you work other hours, over- 
time? 

What benefits oo you expect— insurance, lunch hour, etc. 

Check your personal appearance, 
how woulo you oress for the job? 



ERLC 



44 



wow M 



-36- 



1NTERVIEW QUESTIONS 



Your interview may be long or short, searching or superficial, depending 

ON THE TYPE OF JOB YOU ARE SEEKING AND THE TECHNIQUES USED BY THE INTERVIEWER. 

The direct questions listed below are the sort you may be asked ano are de- 
signed TO EVALUATE YOUR SKILLS, BACKGROUND, EDUCATION AND WORK EXPERIENCE. AT 
THE SAME TIME, THE INTERVIEWER WILL BE ASKING SILENT QUESTIONS ABOUT YOUR WILL- 
INGNESS TO WORK, YOUR ABILITY TO GET ALONG WITH YOUR SUPERVISORS AND FELLOW 
WORKERS AND YOUR FUTURE WORTH TO THE COMPANY. THE SILENT QUESTIONS ARE LISTEO 
TO THE RIGHT OF THE DIRECT QUESTIONS. 

INTERVIEW QUESTIONS SILENT QUESTIONS 

Job Qualificat i ons 



Why do you want to be a ? 

What are the duties of a ? 

What jobs have you held in the past? 
Why did you select our company ? 
What skills, training or experience 

00 you have that will help you 

do this job? 
Describe your work at . 



For how long? 

Did you receive raises—promotions? 

Why did you leave? 
Did you like your work, boss, 
fellow workers? 



fS THIS PERSON REALLY INTERESTED IN 

this kind of work or just shopping? 
Does he know about our company, pro- 
ducts, ETC. 
|s he a job hopper? 

Has he progressed on his previous jobs? 

IS HE REALISTIC IN SELECTING THE KINDS 
OF JOBS HE CAN DO? 

DOES HE HAVE A MATURE VIEW ABOUT THE 
WOfcLD OF WORK? 

Does he get along well with his super- 
visors AND FELLOW WORKERS? 

Does he seem to have enough drive to 
succeed? Leadership potential? Will 

HE BE A VALUABLE EMPLOYEE? MAKE MONEY 
FOR THE BUSINESS? DOES HE REALLY HAVE 
THE NECESSARY SKILLS AND TRAINING? 



Educational Background 

What high school dio you attend? 
Graduate? 

What susjects dio you like-dislike 
What were your grades? Attendance? 
Did you get along well with your 

TEACHERS, COUNSELORS, ADMINIS- 
TRATORS. 

What activities did ydu enjoy? 

clubs, school offices? 
What were ydur difficulties in 

SCHOOL? 
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Has this person shown enough drive 
to get his diploma? 

DO HIS GRADES SHOW A SERIOUS ATTITUDE? 

Has he been on time and attended 
regularly? 

Does he get along well with people 
in authority 

Does he get along well with others? 



is he sociable or a loner? 

Does he have leaoership potential? 
Has he succeeded despite difficulties? 
Does he have necessary eoucational 
background to learn job— profit by in- 
service training? 
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INTERVIEW QUESTIONS Cont'd. SILENT QUESTIONS 



Personal 

do you live with your family? 

oo you support or help your family 
financially? 

What kind of work do your parents, 
spouse do? 

how long at present address in city? 

oo you get along with members of 
your family 

do you have working friends? 

do you have dependents? 

oo you belong to clubs, community 

GROUPS? 

What oo you like to oo !n your free 
time - hobbies? 

how well oo you know your personal 
references? 

What kino of work do they do? 
Health 



Has this person accepted his home 

responsibil ities? 

Will he fit into our organization 

socially and emotionally? 

|s he mature? 

Does he get along well with others? 
|s he established in the community oh 
a transient? 

do his activities indicate leadership 
potential? 



Are you in good physical condition? 

DO YOU HAVE ANY PROBLEMS THAT WILL 
KEEP YOU FROM OOING CERTAIN K I NOS 
OF JOBS? 

Are you frequently ill? 

Will you take a physical examination? 

Fl NANCIAL 



|s he in gooo health? 

|s he physically able to oo the jos? 

|s there any indication of emotional 

problems? 

Will he be frequently absent/ 
Does he have physical handicaps? 



DO YOU CONTRIBUTE TO YOUR FAMILY 
FINANCIALLY? 

DO YOU HAVE PERSONAL DEBTS? PAY 
BILLS? 

HOW MUCH DO YOU EXPECT TO EARN? 



Does he have a mature attitude aboui 
finances? 

Will he be likely to have financial 
difficulties - attachements? 
|s he realistic in terms of expected 
salary - benefits? 



Future plans 



What oo you want to be 10 years from 
now? 

afte you planning any future education? 
Are you willing to take part in our 
education program? 



is he willing ano able to profit by 
future training? 

Does he have realistic career goals? 

IS HE PURSUING THEM? 
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During the interview, let the interviewer lead the way. Have the infor- 
mation ABOUT YOURSELF WELL IN Ml NO SO THAT YOU CAN ANSWER HIS QUESTIONS ACCURAT- 
ely and forthr i ghtly . 

Near the end of the interview is the best time to ask about salary, bene- 
fits, UNION, AND REQUIRED TOOLS AND CLOTHING. To DO SO EARLIER CREATES THE 
IMPRESSION THAT YOU MAIN INTEREST IS IN MONEY AND NOT IN THE JOB ITSELF. 

THE INTERVIEWER WILL GIVE YOU A HINT WHEN HE DESIRES TO END THE INTERVIEW. 

Don't prolong things after that point. Jt is in order to ask about future 

OPENINGS. BE SURE TO THANK THE INTERVIEWER FOR HIS TIME. 



ERIC 
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REPRINT FROM POWELL TRIBUNE, TUESDAY, MAY % 1972 

Minor Employees Neeo Work Permits 

Wyoming Department or Labor ano Powell High School principal Sherb 
Blake, issuing orriCER, will once again embark upon its summer child 

LABOR PROGRAM. 

TO THOSE EMPLOYERS WHO WILL HIRE U NOR EMPLOYEES BETWEEN THE AGES OF 
11* TO 19, IT CANNOT BE STRESSEO STRONGLY ENOUGH THE IMPORTANCE OF HAVING 

a Work Permit or Certificate or Age at the place where the minor is work- 
ing* This is required by law I 

The employer must r i rst complete and sign the OrrER or Employment 

FDH EACH MINOR HE INTENDS TO K I RE. 

The minor will take the completed OrrER or Employment torm, with 
legal proor or age, to the issuing officer in his area • 

Before the issuing officer, designated by the Chilo Labor Commission, 
will issue work documents, he must first examine the offer or employment 
to determine whether the job is proper rdr the minor in his age group* 

The Department or Labor urges employers to hire these teenagers. How- 
ever, PROPER WORK DOCUMENTS ARE REQUIRED BY THE STATE AND FEDERAL REGULA- 
TIONS IN ORDER TO PROTECT THE EMPLOYER AND THE EMPLOYEE AGAINST POSSIBLE 
VIOLATION or LAWS, 

Workers in the following occupations are exempt, ano need not apply 
for a permit: domestic work, baby sitters, newspaper boy, and agricultural 

WORKERS OVER l6» 

YOUTH EMPLOYMENT OPPORTUNITIES 
(Summer and Weekend Jobs) 

j. OBJECTIVE: to learn procedures in investigate 

SUMMER AND WEEKEND JOB*. 

II. ACTIVITIES: 

A. Investigate summer and weekend job opportunities 

IN THE AREA • 

B. Set up questions relating to Child labok laws tor 

STUDENTS TO UNDERSTAND. 

C. Distinguish between two preemployment torms: 

1 . "permit to employ" 

2. "PERMIT TO SEEK EMPLOYMENT" (WOW IS— NEXT PAGE) 

REFERENCES: 

A. "A GUIDE TO CHILD-LABOR PROVISIONS," UNITED STATES 

Department or Labor, Wage and Hour and Public Con- 
tracts Divisions. This "Child-Labor Bulletin #101 

IS rDR SALE BY THE SuPT. or DOCUMENTS, U.S. GOVERNMENT 

Printing OrriCE, Washington, DC 20^02. 

B. Check with your High School Guidance Counselor tor 

LOCAL INFORMATION. 
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WYOMING DEPARTMENT OF LABOR AND STATISTICS 
OFFER OF EMPLOYMENT 
MUST BE COMPLETED PRIOR TO EMPLOYING ANY MINOR ]k to 22 YEARS OF AGE 
Dat e 19 . 



The undersigned intends to employ 



Name of Minor 



IN THE OCCUPATION OF 



Adoress or Minor 



for 



in 



SPEC I FY 

WHICH IS ENGAGES 



FIRM NAME 



FOR 



ADDRESS 

DAYS PER WEEK, AND HOURS PER DAY, BEGINNING 



A .M./P.M. AND ENDING P.M. AT THE FOLLOWING RATE OF PAY: t PER HOUR ANo/oR 

I PER WEEK, UPON RECEIPT OF A WORK PERMIT OR CERTIFICATE OF AGE, AN0 SUCH EMPLOY- 
MENT TO BE COMPLIANCE WITH THE LABOR LAWS OF THE STATE OF WYOMING. 

After completion, each minor employee must take 
this form with proof of age ( driver's license, 

birth certificate or baptismal record) to an * 
o ing officer in the area who will issue signature of employer or authorized agent 

jyUC PROPER DOCUMENT. 49 
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GENERAL INSTRUCTIONS FOR YOUR CAREER REPORT 
OBJECTIVE: To become famuiar with career selection and assist you in your hic«< 

SCHOOL PREPARATION* 

ACTIVITY: Write a "Stuov or an Occupation" report using the outline given be- 
low. Your paper must be from pour {k) to six (6) pages in length, 

WITH WRITING ON ONE SIOE ONLY. YOU MAY USE PEN OR PENCIL BUT REMEM- 
BER NEATNESS COUNTS. 

YOU MUST INCLUOE A MINIMUM Of P|VE (5) 01 FFERENT SOURCES WHEN RE- 
SEARCHING YOUR CHOSEN OCCUPATIONS. THE SOURCES ARE: PAMPHLETS, SRA 

kit, Wyoming Occupational Resource Kit (w.O.R.K.), career briefings, 

PERSONAL INTERVIEWS, BOOKS, TAPES, FILMSTRIPS, SOUNO FlLMSTRlPS, 
OESK-TOP CAREER KIT, FILMLOOPS, ANO ANY OTHER MATERIALS THAT YOU GET 
APPROVEO BY THE INSTRUCTORS* 

ARRANGEMENT You must arrange your papers and topics in the following order using 
CF REPORT: Roman Numerals (|, ||, |||, etc.) to introduce each topic. This will 

FACILITATE QUICKER EVALUATION OF YflUR REPORT. 



I. 
II. 



Nature: In brief what ooes the worker do? Is the work oone insioe, out- 
side, or both? Working conoitions— hoy, ory, noisy, crampeo. Is work 
oone alone, with others. 

Personal Qualifications: Age limits, sex, height ano weight restrictions, 
visions, strength, special skills, etc. 

eoucation ano training: hlgh school courses requ i reo or helpful, college 

OEGREE REQUIREO-- WHAT COURSES NEEOEO, TRAOE SCHOOL OR SPECIAL TECHNICAL 
COLLEGE, ETC. 



IV. 

V. 
VI. 



' . j < 



Job Opportunities: Are workers in oemano today? (s employment expecteo 

TO INCREASE OR OECREASE? WHY? OPPORTUNITIES FOR ADVANCEMENT TO WHAT? 

After how long, etc, 

Salary: Starting salary, average earnings, maximum possible. 
Advantages and Disadvantages: Wh\t oo workers say they like best or ois- 

LIKE MOST ABOUT THE JOB; WHAT ABOUT HOURS OF WORK. |S EMPLOYMENT STEAOY, 
SEASONAL, OR IRREGULAR, ARE SKILLS ACQUIRED TRANSFERABLE TO OTHER OCCUPA- 
TIONS? Which? Is work hazardous. 

Geography/Locale: Where will you have to live, workers evenly oistributeo 

OVER U.S. OR MORE CONCENTRATED IN CERTAIN AREAS. WILL YOU HAVE TO MOVE 
FREQUENTLY? 



■V • ft 



IX. 



Fringe Rcnefits: Such as vacations, sick leave, retirement, meoical insur- 
ance, ANO INVESTMENT PROGRAM. 

Bibliography: On separate sheet, in aooition to above required length of 
report, list |n alphabetical oroer accoroing to source. 
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1. Ft LMSTRI P 

2. Pamphlet 

3. W.O.R.K. 
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So You Want to be a- Policeman 
§2)k Policeman 
#620 Policeman 
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social studies 8 



NAME 



CAREER REPORT #_ 
WORLO OF WORK RESEARCH REPORT EVALUATION 

ACCEPTABLE 



1: 


NATURE 


II: 


PERSONAL QUALIFICATIONS 


III: 


EDUCATION AND TRAINING 


IV: 


JOB OPPORTUNITIES 


V: 


SALARY 


VI: 


ADVANTAGES AND DISADVANTAGES 


VII: 


geography/locale 


VIII: 


FRINGE BENEFITS 


IX: 


BIBLIOGRAPHY 


X. 


PROCEDURE/ARRANGEMENT 


XI: 


LENGTH 


XII: 


NEATNESS 


XIII: 


CONTENT 


XIV: 


HANDED IN ON TIME 



{0 OF SCHOOL DAYS LATC 



.) 



UNACCEPTABLE 



0 - 3 x's in Unacceptable column » SUCCESSFUL COMPLETION 



U-lU x's in Unacceptable column * UNSUCCESSFUL COMPLETION 
REMARKS: 



ERIC 
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EOUCATfONAL PLANNING SHEET 



Name 



Social Studies 8 



1. My educational goals a*e: 



2. What type of nicn school program am J aiming fop? 



.Business Education 
JCollege Preparation 
J)ata Processing 
Jxectro-Electroni cs 
Food Preparation 



J^/oooworking 
~Graphic/Comm. Arts 
^Health Occupation 
"home Economics 
J4etals/Machines 



_Power Machines 
Mechanics 



Other - state 



3* Baseo on your present knowleoge and the career that you have tentatively 
selected, identify the courses you inteno to take in each of your senior 
high school years. requireo courses are listed. 



NINTH GRAPE 



TENTH GRAPE 



English 9 



Contemporary Problems 



Physical Eoucat ion Physical Eoucation 



ELEVENTH GRAPE TWELFTH GRAPE 

English 11 English 12 (one semester) 

American History American Government 



* Two years Science will bz required. 
## Two years Math required for PRC-professional program. 

One year Math requireo for programs other than prc-professional. 
hi\IC ### Consider study halls as vitally important to your program. 
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WHICH MATHEMATICS CLASS SHOULD I REGISTER FOR NEXT YEAR? 



TO HELP YOU WITH THE ABOVE DECISION, THE FOLLOWING SUGGESTIONS ARE OFFERED: 

1 # IOENTIFY YOUR MATHEMATICS ACHIEVEMENT TEST SCORE (THE LATEST AVAILABLE) ANO 
PLACE YOURSELF INTO EITHER GROUP I OR GROUP M ACCORDING TO THE FOLLOWING 

definitions: 

Group I — All students who are at or above their graoe level 
Group tl — All students who are below grade level 

2. Identify ydur mathematics grade average for the first three nine week graoing 
period of this school year. 

3, Using your achievement test scores and your graoe average, you shoulo consider 
the following 



k. Should you desire additional information or discussion, please contact Mrs. 
Johnstone or ydur 8th grade mathematics teacher. 



Group I 




~l Grade average of a 3 or better ^Algebra I 

% Grade average of lower than a 3 — > Fundamentals of Algebra 



Group II 




^Grade average of a 3 or better ^Fundamentals of Algebra 

^Grade average of lower than a 3 — ^General Mathematics 



ERLC 
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NAME 



SOCIAL STUDIES, 
WORLD OF WORK EVALUATION SHEET 



REQUIRED 


VALUE 


"Who Am 1" WOW #2 


% 
si 


Interest Survey 


% 


FiLMSTaip, Choosing a Career 


% 


Personality Inventory Survey 




Personal Data Form WOW #7 


% 


Filmstrip, "What You Should./' 


5# 

si 


Letter of Application/Want-Ad 


% 


Application Form 


5# 


Educational Planning Sheet 9 


5* 


Career Poster 


5* 


Career Report #1 


i* 


Career Report #2 


15* 


Career Report #3 


15* 


Project Attitude/Cooperation 


roof 



PASS 



FAIL 



EARNED VALUE 



PLUS 



E'-'~RA CREDIT 



VALUE 



REMARKS: 



TOTAL PROJECT GRADE 
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The: following is the Table of Contents from the Materials Catalog which may be useo in 
this unit. This catalog is located in the Junior High IMC ano Carce* Education Office. 
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Page 

Introduction mi 
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